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30 September 1954

Chief, Technicel Review and Policy Staff

FROM : Chief, Administrative Staff
SUBJECT: Weekly Activity Report

1.

2.

GERERAL

&. Agency Re& tions (continied item)

~ {1) BReceived revised draft of proposed
Real Estate and Construction, Assignment from ODYORE Establishments,
for final internsl reiew.

(2) Reviewed the "rough” araft of p Executive  25X1
Furnishings, ScQuasbere., with representative o upply Divisioa.
Target date for submission of regulation to Regulations Control Staff :

is November 195k.

(3) Proposed Agency Regulation]  |Dissemination of Intelli- 25X1
gency and Intelligence Information, wae forwarded to the Repuletions
Control Staff for coordimation and publiestion.

b. logistics Office Notices and Instructions (continued item)

Preparation of logistics Office Organizstion Manuel (LI 1-140 series)
is progressing on schedule.

FROJECTS ABD STUDIES IN PROGRESS

a. Logistics Support Course (continued item)

Eleven epplications for the Fifth Logistics Support Course have
been received to date. Individual evaluation conferences are being
held with students who recently completed the fourth course.

b. Records Survey (continued item) .

Ho zhange.

c. Survey of Munbered Forms Used in istics Office (completed item)

This item is considered es completed with last week's report.
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d. Establishmentof Umrouchered Allotment Account for Unvouchered

The Techanicel Accounting Steff is continuing to develop the pro-
cedure for the maintensnce of the consolidated "03" account covering
all transportation funds of the Agency. Informel informetion received
indicates that the Technical Accounting Staff will refrain from indi-
cating where the msintenance of this responsibility should be lodged
within the Logistics Office, leaving auch a tQ
of Logisties.’ A

e. Assignment of i1ity to logistics
Distribution of ne, tory Issumsnces {continusd item

Memorandum has been received from the Chief, Printing and Repro-
duction Division which states thet the Division will be unable to cope
with workload involved in the subject function without an incresse in
personnel; however, an additional request has been received by the
Diviaion from OCD to make the initial distribution of an OCI handbook
publication. The Chief, Printing and Raproduction Division believes
the workload of these two projects could be adequately handled by the
addition of ome position to their P/0.

- At the request of ACOP, a representative of this Staff set up &
meeting with the Executive Officer, OCD, to discuss the problem of
initial distributlion of regulations and other publications by the
Printing and Reproduction Division. The meeting was attended by

Messrs., | of thie office, and Messrs.
[ | was 0! agreed that initial
distribution of publications produced in large qusntities such as
the the NIS and regulations, could be hendled more effi-

ciently . economically by the Plant provided sn adequate staff is
available to perform the workload. PFurther study is being mede of
this problem for the purpose of determining the total worklosd involved.

f. Staff Support for the Headquarters Board of Survey (continued item)
The SA/DD/A (] advised on 28 September that Regwlation|  |.  25X1

is being changed to include a representative of the operating components
of the Agency a8 a member of the Board on surveys pertaining to their

respective componenta.

m ITEMS OF INTEREST '

a. Personne) and Training (continued item)
(1) Personnel Report (continued item)

The on-duty 8t h for the week endi /

v

Approved For Release 2003/04/17 : CIA-RDP78-03991A000400040054-4




1L

- ApproveUr Release 2003/04/17 : CIA-RDP78- M91A000400040054-4
(2) Basic Imtelligence Course (continued item)

Bo chenge.
(3) logistics Supervisory Treining Program (continued item)
It is anticipated that Career Service meetings will be

completed in the next two weeks, and that the supervisory
conferences will be sterting ia mid-October.

(4) Logistics Training Program (continued item)

25X1A9A Mr. nevly assigned to the Administrative
Staff, 10, is n en orientation tour of Logistics Divi-
sions this_, waeok.

25X1A9A

Mr. DD/P, hae begun a one month on-the«aoh
training program In the Supply Division.

Seven Logistics perscanel attended the TSS orienta.tion
progran on 29 September 1954.

(5) HNon~CIA Training (new and completed item)

Two Logiatics personnel have been enrclled in part-time
outside, specialized training under Agency auspices, one at the
University of Maryland and one at the Department of Agriculture
Graduate School.

(6) DD/A Treining Officers' Meeting (new and completed item)

The following problems were discussed at the monthly DD/A
Training Officers®’ Meeting:

(a) Revised procedure for submitting spplications for
non-CIA training.

(v) Determination of need for individual course
announcenents. ; . ‘ .

{c) Practicability of pre-testing for personnel teking
sdministrative type courses.

These problems will be discussed with Logistics Training Coordinators

on 1 October 1954 and stics® opinions on the subjects will be
presented st the next DD/A mesting.

-3 -
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b. Mall and Courier Activities (continued item) _
' Increase or decrease

MJ. Actiﬁ‘t;iee from previous report
Post Office Mail |
orgotng & =
- - 11,254 - 317
Postage expended $ 805.27 £ 40.51

Courter Activities
Schedm eour:ler trips 310

Speciel courier trips 96 £33
Inter-Agency mail by couwrier
Incoming - 2010 £ 39%
Outgoing 1561 - Sl
: S 3571 - 150
¢. Request for Comstruction (continued :lte_m)

d.

Issuances for Submission to LO/AS (continued
The ﬂn;l draft of the composite outline of regulatory issuances
to be developed by lLogistics Office in FY 1955 is being drafted.
4. BPECIAL PROELEMS |
Hone
5. MAJOR CBJECTIVES
a. Career Service Program (contimued item)
(1) &)eutim for Membership in cn Career Staff (continued

no‘ebauge.

25X1 ___;ght Elevator at| B_l_dg (coubinued item)
Fo changa
25X1A9A
AB/ID/m lpee
Mé&w , i S Approved For Release 2003007 CIA-RDP78-03991A000400040054f4 - /

_ﬂ% «a--,,~ e TR,



